
 

 

HELP FOR USING SALE TEMPLATE 
 
The Sale variables may be hidden.  If you do not see the yellow variables, do the 
following: 
 
1. Click on Tools on the Toolbar 
2. Select Options 
 
 
 

 
 
 
 
3. Select the View tab of the dialog box that opens: 
4. Check the box next to Hidden Text.  
5. Click OK. 
 

 
The variables will be shown in yellow.   
6.When you hold the cursor over a variable, a window will pop up which shows 

what goes in that variable.   
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If you want the description of the variables to be visible all of the time, do the 
following” 
 
7. Hold the cursor over any variable.   
A dialog box will open up.  RIGHT CLICK on Edit Comment. 
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The screen will split, with the top window showing the Sale document, an
bottom window showing the comments.  Use the scroll bar on the variab
window to search for the one you want. 
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